
APPLICATION FOR RECORDS RETENTION SCHEDULE 
-- 

__~--__- 
FOR AGENCY USE 

February ~ 14, 1977 
tpplication Date 

4pplication Number 

-_l_l_ __ ~~ _ _~~~ 

~- 
- 1. Agency Address FOR RECORDS MANAGEMENT USE 

Application Number 

2970 Peachtree Road, N.W., S u i t e  620 7 7 - 6 2  ~- __ Georgia Postsecondary Educatibn Commissio 1 

- A t l a n t a ,  Georgia 30305 . ~ s t e  Heceived Date Completed 
FEB .21 wn I - 4 1gn 
_~I_- --- 

~ _ ___- - _ ~  I__ _. . -- 

----_I- I____ -- A__ _-_ 
7. Record Series Description Th is  file contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 
admin is te r ing  the  Federal Grant- program under T i t l e  V I - A  o f  t he  Higher 
Education Ac t  o f  1965. 

Documentsrelating to: 

Included are: the Sta te  program plan, program repor ts ,  summary data, d i r e c t i v e s  from F 
Federal and Sta te  o f f i c i a l s ,  memos concerning o f f i c e  p o l i c y ,  p r i o r i t y  
rank ing r e p o r t s  , working papers and r e l a t e d  correspondence. 

File is arranged: a l p h a b e t i c a l l y  by subject :  thereunder ch rono log ica l j y  by f i s c a  
. .  

~ 

year.  
, , - -- -- - 

3. Monthly Reference Rate How often are records referred to  which are: 

One to six months old ; Seven to  twelve months old ; Thirteen to twenty-four months old - I  

~ .. 
? ~' 2 i,twenty-five months and older.-- 

3. Annual Rate of Accum lation-of Records 
' .- .;Shelves 

~~ -_ _. ~~ _-_ - .~ 

I. 

Letter-size dIawers Y ; Legal-siz2 +aweis .:- ; Other (specify) - 

(Over) 
-..'.+..~-- 
R--50-71; REV. 76 



P-.~-. _~..=--&7~=IccJ~~ I. .1 .~._-__-I- .-- -.- -. - --_Lp--"=l ~ ~~ .---*-- ~~~~. ... . ..i_y 

~ ~ - - - - . - - _  - YES 1. ~ I I ;  NO I 10. Questionnar(Place an "X" in the'Fr&-coomn) 
a. Is this the official copy of the series? 

f n 9 t  where i s  it? ___ 
If yes, cite law or regulation. ,i 

__. 
4 ' '  

i .  - -.- 

e. When one or two documents in the fi le make it necessary to keep the entire file for a long period, could these 
cheduled sew ratelv? 

in this series ever wblished? If v m m o v .  
in a summarized report? 

h. Is there a duplication of t h i s  series in your office, or in another office or agency? 
--__ 

rd ser ies result rnwwxmintour.? --__- 
11. Retention Requirements The following requires the series to be kept: - 

-years. d. Audit period years. 
e. Administrative need L y e a r s .  

c. Federal law years. f .  -Federairetention instructions 3 ~. ~ years. 

4 a. State Law 
b. Statute of limitation ~-~ ~ ~~ 

years. 
~ - ~ ~~~ 

~ ~~ 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

.~ . 
- ._I I - . .  
12, Anorwed Disposition Instructions This agency recommends that the fi le series be cut off ax thb end of each: 

~, ._ 13 Calendar Year:, 0 Fix& year; mother - & f ? . h h W  then, 

0 Hold in the current files area month(s) yearb); then 
0 Transfer to local holding area, hold 
13 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
)tx Other (Speciw) 

Cut o f f  f i l e  a t  t h e  end of each f i s c a l  year, then ho ld  i n  c u r r e n t  f i l e s  area u n t i l  r e c e i p t  
of y e a r l y  P r o j e c t  Completion Report; then t rans fe r  t o  i n a c t i v e  f i l e .  
f i l e  3 years ,  then t r a n s f e r  t o  S ta te  Records Center; ho ld  1 year,  then destroy.  

yearb); then 
year(s); then 

Hold i n  i n a c t i v e  

- - .. . These instructions apply to a l l  prior and future accumulations of the series. 

. 
~ 

graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 

---_-~ ;--=~.- 
4R-BO-71; Rw.  7 6  


